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| ‘1. Write short notes, in 50-60 wc;rds eaﬁ:h, on any five of the follo{’ving : 5x3=15"

(a) Vertical communication
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(b) Grapevine
(c) Need of Business correspondence -
()] | ProxemiCS
(e) Difference betweenl Listeniﬁg and Hearing
(A Teleconferencing -
(g) - Semantic bérrier. _ o
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Answér the following in abouf 200 words : ' .8
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(@ What is the difference i)etweén Bibliography and Refergnc‘es ? Differentiate with .

- examples.
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- stationery items required in the coming month.
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Or
(o)
What is: vc'Ommunic.ation ? Exp}lain .the various elet%lents of qommunication

process.
WOR w2 R whEw @ fafe ael w1 oen S
You have purchased a laptop from a reputed company. The laptop is not working '

efficiently. Prepare a complaint to be sent through e-mail (use imaginary

e-mail ID).
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Whrite an office circular, informing all the Departmental Heads, to provide the list of various
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| 4. (@) Draft the miﬁutes of the»meeting of the Board of ]jirectors of a company at 'which the
following decisions were taken :

() Approval to open ; branch .in Agra,

(@) Approvél to raise a banl% loan worth rupees 10 lakh

(@i7)  Appointment of new auditors.

(iv) Allotment 0f20,000 eéluity sharesb to Mr. Vivek, who supplied corﬁputérs to the

company.
(v) Appointment of Mr. Rakesh Sharma as new compan); secretary.
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Or
- (3Tera)
(b) Youare Administrative Officer of Maruti India Ltd. The Managing Director of the company

is worried for declining sale of "company’s cars. He has asked you to investigate and

find the reasons. Prepare a report with findings and rec_ommendati_ons. . 10
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Make a precis of the following in 1/3 of its length and suggest a suitable title :  8+2=10 -

Since a system of care operates within an existing human service agency, it is expected that
most human resource issues, Such.as hiring, benefits, staff recognition and performance appraisal
issues, would be handled within the agency’s human reSourees departtnent. It would be important f
© to makev sure that.syst.em of c'are pﬁnciples are infl»lsed‘into the day to day practices of human
resources personnel. It is worth neting tﬁat many syétems’,of care have devel'oped recognition

and award programs for individuals who have exceeded expvectations in their system of care

efforts.

A system of care, training and development agenda necessarily will have to involve families,v

community agencies, the faith community and other community partners. It will have to look
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at the various needs and requirements of all stakeholders involved. Some of these factors can
be addressed through specific agency trainings, but in many cases new methods of training
will have to be developed that go beyond any one agency’s agenda or cumculum For example,
training may need to be created that addresses the family involvement aspect of a chilci and

family team meeting.

In today.’s social media driven world the way in which training can be delivereci is mnch more.
varied than in the past. For example, Webcasts, Webinars, and comput'er-based trainings are
the order of the day to ensure maximum participation ina cost effective manner. Another aspect
of a modern training and development effort within a system of care is that of ensuring that
all events give participants the ability to evaluate and offer feedback Data is then analyzed
and, if necessary, future. training and development activities are modlﬁed, enhanced, or

eliminated.

. Moving from a traditional training program that is focused on the employees of one agency
to a more dynamic interagency and family involved training program can be challenging.. A
“system of care requires reevaluation of how to go about building a training and development
program that is open to all involve(i partners. With one'of the systems of care focuses b
on family and youth 1nvolvement your local system must th1nk about new presenters and
co-presenters assuring cultural dlver51ty in your presenters and cultural competence in your
presentations. Inevitably you will have to look at policies that prevent mteragency .partners from
participating in more department focused trainings and look to find solutions to those issues.

(388 words).
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